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| SUPPLY
PROCURPMENT AND USF OF FILINO CADINFTS

" ' which the
1, This notice establishes conéitions under
Iagist;.cs nffice will meet Agency requirements for latterfa;r
legel size filing cablnets, inc1nding corbination lock safe
carineis,

2. ALl requisitions for letter and legal sise filing

cabinsts will be routed through the sppropriate Area Records

ffiser whe will be responsitle for entering and signing
gﬂl‘lﬁm certification on the requisitions

This certifies that thhvgf{icn h;a complied
with the utilisstion provisions of Agency
A Pro ‘

Notice " and Use of
riiing Babinets,”

g STTeer, (Wane of Component)

y, Before reguesting sdditional cabinetz each Ageney
mwegqnts:{:g avﬁw :?i such cabinots currently in iis
possession snd will effect maximm utilization through

2. Transfer of imactive records to the Apency
Becords Centar,

b, Disposal of records in accordance with schedules

. ml' of office mupplies, publications, and
¢ other nonrecord materisl f;'m £114ing cabinets,

of lstter size cabinets when legal size male-
& ?ﬁ:& pomprises less than 20f of the material to
~ pe £41ed therein,

e, Centralimstion of files in vault areas, where

fensible, 2o as te perydt use of cabinets withe
ot Jocky instead of safe iype cabinets,
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. when a recuirement is to be filled, svallable stocks
of wg;m woed it loned filing cabinats w1l be
utilised, Cadbinets of varying rumbers of drawers may be
1sgusd on the basis of the tatal mesber of drawers ordersd,
and a1 finishes will be considered interchangesble. Notics
of the intent to substitute will be given prier to shipmant,
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